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Chapter DOC 399
INTAKE WORKER TRAINING

DOC 399.01 Authority and purpose. DOC 399.05 Monitoring of compliance with the training requirement.
DOC 399.02 Applicability. DOC 399.06 Review and approval of training proposals.

DOC 399.03 Definitions. DOC 399.07 Examination.

DOC 399.04 Intake training. DOC 399.08 Participant evaluation of training.

DOC 399.01 Authority and purpose.  This chapteis employeethe employing agency shall notify the department in
promulgatedunder the authority of ss. 301.03 (10) (c), 93§16 writing of the appointment or assignment. The notification shall
(am)and (2) (b), Stats., to ensure thatialbke workers receive includeall of the following:

basictraining appropriate to their functions and responsibilities. (a) The name ofhe new employee or newly assigned employ
History: Cr. RegisterJune, 2000, No. 534,fe7-1-00. ee.

DOC 399.02 Applicability. This chapter applies to the-de (b) The starting date of the new employee or newly assigned

) employee.
?grStgn ent,lr;takhe V\i{forljjers vx;hcbe?an elmploym%nt afte(dJu.Iyt 1|; (2) NOTIFICATION OF NON-COMPLIANCE. If an intakeworker
,county sherff s department employees who provide intal IR S
services antbegan employment after July 1, 1989 and to juveniﬁe‘.’esnm successfully complete the requiteasic intake training

courtsand county departments that provide intake services undgfin the first 6 months after the person begins work, the depart
s5.48.06 and 938.06, Stats. mentshall advise the following persons, as appropriateriting

History: Cr. RegisterJune, 2000, No. 534,fe7-1-00. of the failure t.O c_omplgte: _ )
(&) The chief juvenile coujudge of the county where the in
DOC 399.03 Definitions. In this chapter: takeworker is employed.

(1) “Administrator” meansthe administrator of the depart ~ (b) The director of the county department, if the intake worker
ment’'sdivision of juvenile corrections or that persedesignee. is an employee of that department.

(2) “Basicintake training” means 30 hours of department ap (C) The district attorney or corporation counsel, as appropriate.
provedtraining required under s. 938.06 (1) (am) and((3) (d) The sherifof the county or the head of the agency which
Stats. which includes 90 minutes for a test at the conclusion of tdministershe countys juvenile detention facility
instructionand may include up to 4 hours of child abuse and ne (e) The intake workes supervisor or the chief intake worker

glect training approved by the department. History: Cr. RegisterJune, 2000, No. 534,fe7-1-00.
(zg()S)Stgt%unty department” hathe meaning given in s. 938.02 DOC 399.06 Review and approval of training pro -

P " . posals. (1) SuBMISSIONOFTRAINING PROPOSAL. Any individual,

(4) “Department” means the department of corrections.  agencyor oganization intending to provide basic intakaining

(5) “Employing agency” means a juvenile court, a county deg intake workers shall submit a proposal to the department for all
partmentor a county shefit department that employs one or30 hours of training, including a 90 minute test, at leasti®s

moreintake workers. before the training is to begin. The proposal shall include all of
(6) “Juvenile court” means the court assigned to exercise jthne following:
risdiction under ch. 938, Stats. (@) A description of the ganization and content of the training

(7) “Intake worker” meansain employee of a juvenile court, aanda statement describing the educational objectiVése train
countydepartment or the shdti department who performsvze-  ing. The content of the training shall include training regarding
nile court intake functions as specified in s. 938.067, Stats. statutesspecified by the department.

(8) “Successfullycompleted” means was presémt30 hours (b) A list of trainers, including documentation of their knewl
of basic intake training and gave correct answef®% or more edgeof the subject and ability to teach it.
of the test questions. (c) Anagreement to have the test administered as required un

History: Cr. RegisterJune, 2000, No. 534,fe7-1-00. ders. DOC 399.07.

d) A description of procedures to be usederify attendance
DOC 399.04 Intake training. (1) REQUIREMENT. Except (@ P P fy

asprovided in sub. (2), every intake worker hired on or after Ju?)g the training sessions.
1, 1989 shall success’fully complete 30 hoofisiepartment ap (e) Identification of any tuition or other fees to be deat to

o o L ; . participants.
girr?g(\a/\(/jobriséz 'gaail;et ;rk?m)%lg':hm the first 6 months after beger (f) The maximum number of participants that can be accom
modated.

(2) ExempTION. A persorhired on or after July 1, 1989 to per
form intake service responsibilities shall be exempt from thetrai&
ing requirement under sub. (1) if either of the following apply:

(@) The person successfully completed basic intake training
while employed by another agency as an intake worker

(b) The person was employed as an intakeker in Wsconsin
prior to May 15, 1980.

(g) The specific location or locations at which the training will
keplace.

(h) A list of dates on which the training will be given.

(2) EVALUATION AND APPROVAL OF TRAINING PROPOSAL. (a) 1.
The department shall evaluate the training proposal for complete
nesstimeliness and adequacy under sub. (1).

History: Cr. RegisterJune, 2000, No. 534,fe7~1-00. 2. The department shall notify the applicant in writing of ap
proval or denial within 20 days after receipttbé proposal. If the
DOC 399.05 Monitoring of compliance with the proposalis not approvedhe department shall include in the no

training requirement. (1) NOTIFICATION OF APPOINTMENTOR tice the reason for not approving the proposal.
AsSSIGNMENT. Within 20 working days after the appointment of an (b) A county employee may not provitiasic intake training
intake worker orthe assignment of intake responsibilities to afor employees of that county

RegisterDecember 2006 No. 612


http://docs.legis.wisconsin.gov/code/admin_code

File inserted into Admin. Code 1-1-2007. May not be current beginning 1 month after insert date. For current adm. code see:

http://docs.legis.wisconsin.gov/code/admin_code
DOC 399.06 WISCONSINADMINISTRATIVE CODE 276

(3) APPEALOFAN ADVERSEDECISION. (&) An applicant whose ing is completed.A training participant who has answered 70%
training proposal is denied may appeal the decision tadmeinr  or more of the questions correctly has passed the test. A training
istrator. An appeal shatbe submitted in writing to the administra participantwho has answered fewer than 70% of the questions
tor within 10 working days after receipt of the notice of denial arbrrectly has failed the test.
shallinclude information that responds_ to the reagiven by the (4) OPPORTUNITY TO SUCCESSFULLYCOMPLETE THE TEST. If a
departmento deny the proposed training. training participant fails the test, e she shall be given an oppor

(b) The administrator shall eitherfian or overturn the deei tunity to respond again to the questions for which erroneous re
sionto deny approval of the proposal within 10 working days aftsponsesvere given on the original test. The questions that a train
receivingthe appeal. The administrat®decision shall be final. ing participant failed to answeprrectly shall be included with

(4) DurATION OF APPROVAL. A decision taapprove a proposal thenotice of the s<_:0re on the origiast. The training parnapan@
includesapproval of all training dates included in theposal. shallhave 5 working days to complete answers to the questions
The effective period for the approval is 12 months fromdiage andreturn theanswers to the department. If all of the answers are
of notification of approval. The approved training shall be- cogorrect,the department shall notify the training participant that he
ductedduring the 12-month period unless a change is made to @ighe has passed the test.
training proposal which is approved by the department. If the de (5) FAILURE TO SUCCESSFULLYCOMPLETETHE EXAMINATION . |f
partmentapproves a change, the periocapproval shall extend a training participant fails t@omplete the supplemental test in
to 12 months from the date that the department notifies the applib. (4), notification shall be sent in accordance with s. DOC
cantthat the amended proposal is approved. 399.05(2). A participant who has failed to successfully complete

History: Cr. RegisterJune, 2000, No. 534,fe7-1-00. the supplemental test in sub. (4) may achieve certification only by
retakingthe 30 hours of department approved basic intake train

DOC 399.07 Examination. (1) TeEsTQUESTIONS. The de ing and achieving a passing scofer0% or better on the examina
partmentshall develop a pool of questions related todietent tion.
of the basic intake training, including questions designed te meaHistory: Cr. RegisterJune, 2000, No. 534,fe7-1-00.
sureknowledge of relevant statutes. The department shall select " ) .
guestions from the pool of questions in creating a test that intezkﬁDOC 399.08 Participant evaluation of training.
workersshall take at the conclusion of the training. 1) EvaLuaTion. Participants in the training shall bven an op

portunity to evaluate the training experience, including the train
(2) ADMINISTRATION OF THE TEST. An employee of the depart 's knowledge and abilitythe curriculum, the content, the-ex

mentshall administer a tgst at the end of the training using auz)ﬁwinationand the format of theraining. The department shall
the following procedures: raupplythetrainer with evaluation forms to be completed by the

(2) Thetest may not be distributed to training participants unti;rticinants. The trainer shall return all the completed evaluation
thetime for testing at the end of the training. formsto the department after administration of the test.

(b) Ninetyminutes shall be allowed to complete the test and 5y gy uarion results  The department shall notify the
the 90 minutes shall biacluded as part of the 30 hours of requiregainerof the results of the evaluations under sub. (1). The trainer
training. o shall meet with department representatiagshe request of the

(c) Training participants may use statutes and atbeources departmentf evaluations indicate dissatisfaction with the training
to complete the test, but training participants shall md'V'dua”é(xperience.
completethe test. (3) CANCELLATION OFAPPROVAL. If the departmentietermines

(3) EVALUATION AND SCORINGOF TESTs. Staf of the depart  thatthe training was inadequate or inappropriate, the department
mentdesignated by the administrator shall evaluate the responges cancel the training approval lsgnding written notice to the
to the test questions and shall determinepiireentage of ques trainer of the cancellation and the reasons for ¢hacellation.

tionsthat each training participant has answered corredthe The trainer may appeal a decision to cancel an approval as pro
departmenshall notify each training participaand his or her su videdin s. DOC 399.06 (3).

pervisorof that percentageithin 20 working days after the train  History: Cr. RegisterJune, 2000, No. 534,fe7-1-00.
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